
Go to Payroll, Configuration, Group and define a Group called ADE Audit 

 

 

Then go to: Payroll, Employees, Employee Groups and select the ADE Audit Group. Click on Actions and 

Assign selected Group to Selected Employees. 



 

Choose employees as part of the ADE Sample, and click OK. 

 



To run Payroll report for sample 

Go to Payroll, Reports, Pay Period, Payroll Journal with Totals.  

In the Group field, select ADE Audit Group, then select the pay periods 1, 11th, 18th and Last,  Click OK. 

 

 

Print the report named: Payroll Journal with Totals 



 

 

Please forward this to me at shannon.duus@azed.gov 

 

Thank you,  

Shannon Duus, MBA 

Senior Auditor 

Arizona Department of Education  

1535 West Jefferson Bin #3 

Phoenix, Arizona  85007 

P:(602) 364-4046 
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